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Webinar Intro

• All participants are muted.

• Opportunities for question & answer.

– Ask questions via the Question pod at any time.
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• “Raise Hand” to indicate desire 
to ask a question orally.
– For telephone users: the audio 

pin must be entered prior to the 
organizer being able to unmute 
you.

• This webinar is being recorded.

XX
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Webinar Intro
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• Guidance documents, templates, presentations, recordings, etc.
• http://www.dot.state.fl.us/planning/policy/metrosupport/invoicing/default.shtm

http://www.dot.state.fl.us/planning/policy/metrosupport/invoicing/default.shtm
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Agenda

• Invoicing

– MPO Guidance

– MPO Liaison Guidance

– FSO Payment Auditor Guidance

• Monitoring & Risk Assessment

• Resources & Next Steps
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Invoice Development

Invoice Review

Invoice Audit & 
Payment
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Presenters

• Sandy Watson, Grants Compliance Specialist

• Adam Lassiter, Quality Assurance/Payroll 
Accounting Manager

• Lisa Wilkerson, Statewide Grants Coordinator

• Sean Santalla, Statewide MPO Coordinator
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Goals – “The Big Picture”

6
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Invoicing: MPO
- Invoice Package
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Overview of Invoice Package

• Invoice Package is only 3 parts:

– Invoice 

– Itemized Expenditure Detail Report

– Progress Report

8

No prescribed 
format, but must 
meet requirements

- must follow prescribed format
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Invoice Package - Invoice

• The Invoice summarizes all FHWA reimbursable 
expenditures incurred over the service period by 
UPWP task and by fund type, and includes essential 
contract information.

• The Invoice also includes a “Request for Payment 
Certification” statement which is required by 2 CFR 
§200.415 and which must be signed by an authorized 
MPO official.

• MPOs must follow the format provided.
– A template is available at the MPO Agreement & Invoicing 

Process webpage.
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Goal: Consistency!
Knowing what to expect

Keeping payments flowing

http://www.dot.state.fl.us/planning/policy/metrosupport/invoicing/default.shtm
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Invoice

10
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Invoice – Required Parts

11

1

2
3

4
5

Required Parts:

1. MPO name & 
contact 
information

2. District contact 
information

3. Invoice number 
and period

4. Contract number, 
amendment 
number, 
modification 
number

5. Invoice amounts 
by FPN & total
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Invoice – Required Parts

12

6
7 8 9 10 11

12

Required Parts 
(continued):

6. UPWP tasks

7. Amount due by 
task and by fund 
type

8. Total amount of 
FHWA funds due by 
task

9. Total previous 
payments of FHWA 
funds by task

10. Total FHWA funds 
budgeted by task

11. Total remaining 
balance of FHWA 
funds by task

12. Column totals
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Invoice – Required Parts

13
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Invoice – Required Parts

14

13a

13b

Required Parts 
(continued):

6. Request for 
Payment 
Certification, 
signed by MPO 
authorized official

• Required by 2 
CFR §200.415

1. Supporting 
documentation 
location checkbox, 
to be completed by 
the MPO

13a.

13b.
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Invoice

15

Total amount of FHWA 
funds budgeted by task 
must match the amount in 
the most recent UPWP, 
reflecting any/all 
amendments & 
modifications.
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Invoice

16

Total amount of FHWA 
funds budgeted by task 
must match the amount in 
the most recent UPWP, 
reflecting any/all 
amendments & 
modifications.
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Invoice

17

MPOs must 
follow the 
prescribed 
format.

A template is 
available on the 
Office of Policy 
Planning’s MPO 
Agreement & 
Invoicing Process 
webpage.

http://www.dot.state.fl.us/planning/Policy/metrosupport/invoicing/default.shtm
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Itemized Expenditure Detail Report 

• No Template Required (but available if needed)
• Reflects the Deliverables provided during Invoice 

Period
– Must be in alignment with Invoice Period

• Must be ITEMIZED by:
1) Task
2) FHWA Funding Source (PL, SU, etc.)
3) Expenditure Category (Personnel Services, Consultant 

Services, Travel, Other Direct Expenses, Indirect Rate)
4) Running Budget Totals

Must match to UPWP Estimated Budget Detail
• Detailed enough to Review for Allowability of 

Costs at Time of Reimbursement

18
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Itemized Expenditure Detail Report 

19

Required Parts
1. Period of service
2. UPWP tasks
3. Expenditure 

categories and line 
items (must align 
to UPWP line 
items)

4. Budgeted amount 
by fund source 
and line item from 
UPWP

5. Previous payments 
by fund source 
and line item

6. Current amount 
due by fund 
source and line 
item (must match 
amount on 
invoice)

7. Remaining balance 
by fund source 
and line item

8. Column totals

1

2

2

3

4 5 6 7

8
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Itemized Expenditure Detail Report 

20

For tasks funded with 
multiple FHWA fund 
sources, the 
Expenditure Detail 
Report must reflect 
the budgeted 
amount, previous 
payments, and 
current amount due 
by line item and by 
funding source.
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Itemized Expenditure Detail Report 

Supporting Documentation Heads Up!

• Must be Maintained for Each Item Being 
Reimbursed

– Direct Costs: invoicing for actual costs 
incurred and detailed paid supporting 
documentation must be maintained and 
available for audit

– Indirect Cost Rate: Must be supported with 
an approved ICAP

21
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Progress Report

• No Template
–Use FHWA Progress Report Standards

However:

• Must align to UPWP Tasks

• Evidences the Minimum Performance 
Standards were met as Provided in the 
UPWP

• Monthly or Quarterly in Alignment with 
Invoice Period

22
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Progress Report

23
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Questions?

24

Questions also welcome at 
Sean.Santalla@dot.state.fl.us. 

mailto:Sean.Santalla@dot.state.fl.us
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Invoicing: MPO
- Supporting Documentation

25
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Supporting Documentation 

9.E. …All costs charged to the Project, 
including any approved services 
contributed by the MPO or others, 
shall be supported by properly 
executed payrolls, time records, 
invoices, contracts or vouchers 
evidencing in proper detail the nature 
and propriety of the charges.

26
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Supporting Documentation 

•Personnel Services

•Consultant Services

• Travel

•Other Direct Expenses

• Indirect Cost Rate

27
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Personnel Services

• Payroll Ledgers

• Timesheets

–By tasks

–With authorized official approval

• Can be printed or electronic

28
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Personnel Services

29
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Personnel Services

30
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Consultant Services

• Consultant invoice with itemized detail of 
services performed during the invoice period

• Tasks should be documented in progress 
report

• Mark it paid with check number

31
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Travel

• Must be on the approved state travel voucher 
and in accordance with s. 112.061, F.S.

• Approved form is 300-00-06

• DFS has not approved any other form

• 112.061 (14) allows MPOs to pass a resolution 
to:
– Allows for different per diem, mileage and meal 

allowance

– Cannot be less than 2005-2006 state rates

– Resolution must be available upon request

33



Florida Department of Transportation

Travel

• Form 300-00-06 is available on MPO Agreement & 
Invoicing Process Page

34

http://www.dot.state.fl.us/planning/policy/metrosupport/invoicing/default.shtm
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Travel
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Other Direct Expenses

Allowable vs. Unallowable Determination 

• 2 CFR 200

– Subpart E Cost Principles

• DFS Reference Guide

– Must be explicit or implied (Attorney General 
Opinion 78-101)

– Unallowable

• Food (includes coffee and related supplies)

• Personal Items (i.e. tissues, hand sanitizer, etc.)

36
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Other Direct Expenses

37

• Reimbursement will be made based on costs 
incurred 

• Documentation must be maintained to show 
detailed descriptions and proof of payment
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Other Direct Expenses

38

• Receipts can usually be 
identified as paid with 
the credit card number

• Descriptions can be 
cryptic

• Always write it out if it is 
not clear
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Other Direct Expenses

39

• Invoices need to be 
marked paid with a check 
number, or

• Counties can provide the 
transaction detail as proof 
of payment.
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In house charges vs. Indirect Rate 

In house charges are internal charges from a county 
acting as a host and they must be supported by 
documentation from the county such as usage logs or a 
County’s ICAP.

Staff Services should be supported by an agreement 
(can be listed under the budget category for consultant 
services).

Indirect Rate is supported by an approved Indirect Cost 
Allocation Plan and a copy is maintained in the 
agreement.

40
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In house charges

41
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In house charges

42

Must be able to show support for the calculation



Florida Department of Transportation

Indirect Rate

43

Indirect rates must be 
supported by an approved 
indirect cost allocation plan.
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Retention

• Five years after final payment is made

• Can be stored electronically

• Invoice must indicate where supporting 
documentation is on file

44
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Invoice Submittal

• Email Invoice Package to MPO Liaison

• Direct Deposit

– Available through DFS

– Must be set up for the correct FEID number and 
sequence

45
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Questions?

46

Questions also welcome at 
Sean.Santalla@dot.state.fl.us. 

mailto:Sean.Santalla@dot.state.fl.us
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Invoice Review: MPO Liaison

47
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Invoice Package

• Invoice package must include:

– MPO Invoice

– Itemized Expenditure Detail Report

– Progress Report

• Additional documentation needed:

– UPWP (most recent version, reflecting any/all 
amendments and modifications)

• Reminder: Most recent UPWP must be uploaded to DOT 
FACTS.

48
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Invoice Package Review

• Invoice Package Review:

– 9-step reconciliation & review process

– Goal: ensure a clear picture between what is being 
invoiced for, what has been budgeted, and what 
has been performed.

• MPO Liaisons have 3 days to review the 
invoice package and submit to the FSO.

49

3 business days
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Invoice Package Review

• MPO Liaison Invoice & 
Supporting 
Documentation Review 
Checklist – guidance 
document for use in 
invoice review.

– Will be made available 
on the Office of Policy 
Planning webpage.

50
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• Steps:

1. Confirm that the invoice package includes the 
invoice, the itemized Expenditure Detail report, 
and the progress report.

2. Confirm that the service period of the 
Expenditure Detail and progress report match 
the service period on the invoice.

51

Invoice Package Review
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2. Confirm that the 
service period of 
the Expenditure 
Detail and 
progress report 
match the service 
period on the 
invoice.

52

Invoice Package Review
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• Steps:

1. Confirm that the invoice package includes the 
invoice, the itemized Expenditure Detail report, 
and the progress report.

2. Confirm that the service period of the 
Expenditure Detail and progress report match 
the service period on the invoice.

3. Verify the Total FHWA Previous Payments and 
FHWA Remaining Balance amounts for each task 
on the invoice against contract file 
documentation.

53

Invoice Package Review
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3. Verify the Total 
FHWA Previous 
Payments and 
FHWA Remaining 
Balance amounts 
for each task on the 
invoice against 
contract file 
documentation.

54

Invoice Package Review

Compare against 
previous invoices 
in contract file.
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• Steps:

4. Reconcile the FHWA Current Amount Due by 
task on the invoice to the total current expenses
by task on the Expenditure Detail.

55

Invoice Package Review
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4. Reconcile the FHWA
Current Amount 
Due by task on the 
invoice to the total 
current expenses
by task on the 
Expenditure Detail.

56

Invoice Package Review
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• Steps:

4. Reconcile the FHWA Current Amount Due by 
task on the invoice to the total current expenses
by task on the Expenditure Detail.

5. Reconcile the FHWA Budgeted Amount for each 
task on the invoice to the most recent FHWA
budgeted amount for each task in the UPWP.

57

Invoice Package Review
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5. Reconcile the 
FHWA Budgeted 
Amount for each 
task on the invoice
to the most recent 
FHWA budgeted 
amount for each 
task in the UPWP.

58

Invoice Package Review
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5. Reconcile the 
FHWA Budgeted 
Amount for each 
task on the invoice
to the most recent 
FHWA budgeted 
amount for each 
task in the UPWP.

59

Invoice Package Review
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• Steps:

4. Reconcile the FHWA Current Amount Due by 
task on the invoice to the total current expenses
by task on the Expenditure Detail.

5. Reconcile the FHWA Budgeted Amount for each 
task on the invoice to the most recent FHWA
budgeted amount for each task in the UPWP.

6. Review the Expenditure Detail Report for 
questionable line item expenses. Follow up with 
the MPO if any exist.

60

Invoice Package Review
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• Steps:

7. Verify the itemized budget line items on the 
Expenditure Detail have not exceeded the most 
recent Estimated Budget Detail line items for 
each task in the UPWP.

61

Invoice Package Review
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7. Verify the itemized budget line items on the Expenditure Detail align with 
and have not exceeded the most recent Estimated Budget Detail line 
items for each task in the UPWP.

62

Invoice Package Review
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• Steps:
7. Verify the itemized budget line items on the 

Expenditure Detail have not exceeded the most 
recent Estimated Budget Detail line items for 
each task in the UPWP.

8. Review the progress report for evidence of 
meeting the minimum performance standards 
outlined in the MPO Agreement & UPWP.

9. Ensure the Request for Payment Authorization 
on the invoice indicates the location of 
supporting documentation and is signed by an 
MPO authorized official.

63

Invoice Package Review
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9. Ensure the Request for Payment Authorization 
on the invoice indicates the location of 
supporting documentation and is signed by an 
MPO authorized official.

64

Invoice Package Review
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Contract Summary Form

• Form No. 350-060-02, Summary of 
Contractual Services Agreement

65
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Contract Summary Form

66
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Contract Summary Form

67
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Submittal to FSO Inbox

• Following the completed review, submit the 
Invoice Package and signed Contract 
Summary Form (Form 350-060-02) to the 
District FSO Inbox.

– The agreement should not be submitted with 
invoice package.

– Supporting documentation should not be 
submitted with invoice package.

68

District 1: D1Invoices@dot.state.fl.us District 4: D4Invoices@dot.state.fl.us District 7: D7Invoices@dot.state.fl.us

District 2: D2Finance@dot.state.fl.us District 5: D5Invoices@dot.state.fl.us

District 3: D3Invoices@dot.state.fl.us District 6: D6Invoices@dot.state.fl.us

mailto:D1Invoices@dot.state.fl.us
mailto:D4Invoices@dot.state.fl.us
mailto:D7Invoices@dot.state.fl.us
mailto:D2Finance@dot.state.fl.us
mailto:D5Invoices@dot.state.fl.us
mailto:D3Invoices@dot.state.fl.us
mailto:D6Invoices@dot.state.fl.us
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Returning an Invoice

• Process for returning an invoice is outlined in 
the MPO Agreement (Section 9.H.):
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Questions?

70

Questions also welcome at 
Sean.Santalla@dot.state.fl.us. 

mailto:Sean.Santalla@dot.state.fl.us
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Invoice Review and Post Audit: 
FSO Payment Auditor

71
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FSO Invoice Package Review

• Review Invoice Package
– MPO Invoice

– Itemized Expenditure Detail Report

– Progress Report

• 15 business days to process invoice

“An invoice submitted to the Department involving the expenditure of 
metropolitan planning funds (“PL funds”) is required by Federal law to be 
reviewed by the Department and issued a payment by the Department of 
Financial Services within 15 business days of receipt by the Department for 
review.”

– 3 days to review

72

3 business days
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FSO Invoice Package Review

• How to handle issues with an invoice?
– Work directly with MPO Liaison to make a determination
– Return vs. dispute

“If the invoice is not complete or lacks information necessary 
for processing, it will be returned to the MPO, and the 15 
business day timeframe for processing will start over upon 
receipt of the resubmitted invoice by the Department. If 
there is a case of a bona fide dispute, the invoice recorded in 
the financial system of the Department shall contain a 
statement of the dispute and authorize payment only in the 
amount not disputed.  If an item is disputed and is not paid, a 
separate invoice could be submitted requesting 
reimbursement or the disputed item/amount could be 
included/added to a subsequent invoice.”

73
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FSO Invoice Package Review

• Required contract documentation

1) Scope of Services is UPWP 

2) Method of Compensation

3) Copy of the most recent amendment and 
modification, if applicable

74
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FSO Invoice Package Review

1) Scope of Services is UPWP 
• Very large document
• Use Section 2 of Agreement
“The purpose of this Agreement is to pass through 
financial assistance through the Department in the form 
of FHWA funds to the MPO for the completion of 
transportation related planning activities set forth in the 
Unified Planning Work Program (UPWP) of the MPO 
(Project), state the terms and conditions upon which 
FHWA funds will be provided, and set forth the manner 
in which work tasks and subtasks within the UPWP will 
be undertaken and completed. The Project is more fully 
described in the UPWP, which is attached and 
incorporated into this Agreement as Exhibit “A”.”

75
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FSO Invoice Package Review

2)  Method of Compensation
• Cost Reimbursement
• Use Section 9A. of agreement
“The Department shall reimburse the MPO for costs incurred to 
perform services satisfactorily during a monthly or quarterly period 
in accordance with Scope of Work, Exhibit “A”. Reimbursement is 
limited to the maximum amount authorized by the Department. The 
MPO shall submit a request for reimbursement to the Department 
on a quarterly or monthly basis. Requests for reimbursement by the 
MPO shall include an invoice, an itemized expenditure report, and 
progress report for the period of services being billed that are 
acceptable to the Department. The MPO shall use the format for the 
invoice, itemized expenditure report and progress report that is 
approved by the Department.  The MPO shall provide any other data 
required by FHWA or the Department to justify and support the 
payment requested.”
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FSO Invoice Package Review

3) Copy of the most recent amendment and 
modification, if applicable

77
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FSO Invoice Package Review

• Post Audit Requirements

– Quarterly

– 10% sample of all cost reimbursement invoices 

– ITS Checkbox

– Findings

78
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Questions?

79

Questions also welcome at 
Sean.Santalla@dot.state.fl.us. 

mailto:Sean.Santalla@dot.state.fl.us


Florida Department of Transportation

Monitoring & Risk Assessment
MPO Liaisons

80
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Monitoring

81

200.331(d) Monitor the activities of the 
subrecipient as necessary to ensure that 
the subaward is used for authorized 
purposes, in compliance with Federal 
statutes, regulations, and the terms and 
conditions of the subaward; and that 
subaward performance goals are achieved. 
Pass-through entity monitoring of the 
subrecipient will include:
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Programmatic

• Annual Joint State-MPO Certification

• Participation in the planning process

• Continued communication and 
correspondence with MPOs and partners

• Review of meeting agendas, planning 
documents

82
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Fiscal

• Annual Joint State-MPO Certification

• Single Audit Reviews

• Invoice Review

• Review of Supporting Documentation

–On site or submitted for review

–Sample basis

–Frequency is based on risk assessment

83
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Risk Assessment

200.331(b) Evaluate each 
subrecipient's risk of noncompliance 
with Federal statutes, regulations, and 
the terms and conditions of the 
subaward for purposes of determining 
the appropriate subrecipient
monitoring which may include:

84
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Risk Assessment

85

• Prior experience in 
administering similar awards

• Audit report results

• Personnel (turnover or new)

• Management systems
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Risk Assessment

Risk Assessment Frequency

Low Once a year

Moderate Every 6 months

Elevated 3 times a year

High 4 times a year

86

Note: This will be reevaluated after the next certification 
and most recent Single Audit results
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Supporting Documentation Review

• MPO Liaison Invoice & 
Supporting 
Documentation Review 
Checklist – guidance 
document for use in 
supporting 
documentation review.

– Will be made available 
on the Office of Policy 
Planning webpage.
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Review of Supporting Documentation

• Goal:  Ensure required documentation is 
available and expenses are allowable

• Criteria is based on budget category

• Sample 

–One budget line item from each budget 
category with the exception of Other Direct 
Expenses

– Five Other Direct Expenses should be 
reviewed.

88
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Personnel Services

• Steps:
1. Review the payroll register and compare to 

expense being reimbursed. 

2. Does payroll register match expense being 
reimbursed?

3. Select one timesheet for a position being 
reimbursed. Confirm time charged by the task 
and the invoice period. 

4. Does the timesheet match the expense being 
reimbursed?

5. Is the timesheet signed by an MPO authorized 
official?
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Personnel Services
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Personnel Services
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Personnel Services
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Consultant Services

• Steps:

1. Select and review one invoice from 
management/consulting firm that shows 
consultant fees. 

2. Were task services performed during the 
invoice period? 

3. Are task services documented in the 
progress report?

4. Is there evidence payment was made (ex: 
“Paid with check number”)?

93
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Travel

• Steps:
1. Select and review one travel reimbursement.
2. Identify and gather the appropriate travel rate(s) and policies 

in place at the MPO.
3. Does the employee travel reimbursement, including rate(s) 

and method, comply with MPO policies, 2 CFR §200.474 and 
s. 112.061, Florida Statutes?

4. Is the required FDOT Contractor Travel Form Number 300-000-
06 used to document travel?

5. Verify appropriate authorizations are noted on travel 
documentation, in conformance with federal, state and MPO 
travel policies.

6. Does the travel documentation reflect the appropriate 
authorizations?

7. Are charges supported by receipts?
8. Are receipts dated during the period of travel?

95
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Travel

• Form 300-00-06 is available on MPO Agreement & 
Invoicing Process Page

96

http://www.dot.state.fl.us/planning/policy/metrosupport/invoicing/default.shtm
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Travel

97
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Other Direct Expenses

• Steps:

1. Select five Other Direct Expense line item 
reimbursements for review. 

2. Is there an itemized receipt showing date of 
purchase, name of vendor/store, amount paid, 
description of goods purchased, and evidence 
payment was made (ex: "Paid" with check number)?

3. Is the date of purchase within the invoice period?

4. If it is an equipment purchase over $5,000, is there 
documented pre-approval by FHWA?

5. Are the expenses allowable?

98
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Other Direct Expenses

99
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Allowable vs. Unallowable

Allowable vs. Unallowable Determination 

• 2 CFR 200

– Subpart E Cost Principles

• DFS Reference Guide

– Must be explicit or implied (Attorney General 
Opinion 78-101)

100
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Allowable vs. Unallowable

The following are examples of sensitive expenditures:

1. Membership Dues

2. Gas, Oil, Tires

3. Other Miscellaneous

The following are examples of unallowable expenditures:

1. Refreshments

2. Personal items 

101
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Allowable vs. Unallowable

102

Example: If a gas expense is 
associated with “Other Direct 
Expenses,” it cannot be 
associated with travel because 
gas is reimbursed as part of the 
mileage per diem.

If not for travel, then determine 
and understand how a vehicle is 
used for your MPO.
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Allowable vs. Unallowable

• If the answer is “No” to any of the above 
questions and the MPO is unable to provide 
correction or clarification, any unallowable or 
unsupported expenses reimbursed to the 
MPO may be deducted from the next invoice.

• See Chapter 3 of the MPO Program 
Management Handbook for more information.
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Indirect Rate

• Indirect Rate is supported by an approved 
Indirect Cost Allocation Plan and a copy is 
maintained in the agreement.
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Questions?

105

Questions also welcome at 
Sean.Santalla@dot.state.fl.us. 

mailto:Sean.Santalla@dot.state.fl.us
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Recap

• Invoice package consists of three parts: MPO 
Invoice, Itemized Expenditure Detail Report, 
and Progress Report.

• MPO Liaisons must follow checklist when 
reviewing the invoice package.

• Supporting documentation must be retained 
and will be reviewed on a frequency 
determined by the MPO’s risk assessment.
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Resources

• MPO Agreement & Invoicing Process webpage: 
http://www.dot.state.fl.us/planning/policy/metrosu
pport/invoicing/default.shtm

– Variety of guidance documents, templates, links, 
and training materials

107

http://www.dot.state.fl.us/planning/policy/metrosupport/invoicing/default.shtm
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Roll-Out & Training - Status

• Tentative training modules:
– UPWP Requirements – December 17, 2015 

– Invoicing Process – May 24, 2016

– Work Program & Encumbering – April 13, 2016

– Monitoring – May 24, 2016

• Opportunities for in-person training:
– February 2016 – District site visits

– FDOT/FHWA/FTA/MPO Statewide Meeting

– DFS Contract Management Training (Vendors)

• Additional training: FCCM Training (Required 
for Liaisons)

108

- Sept. 27th & 
28th, 2016

- MPOAC
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Questions?

109

Questions also welcome at 
Sean.Santalla@dot.state.fl.us. 

mailto:Sean.Santalla@dot.state.fl.us
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